Whakatane Intermediate School Board

Health & Safety Policy

Whakatane Intermediate School will take all practicable steps to ensure the safety of staff, students, visitors and
contractors by complying with relevant health & safety legislation, standards and codes of practice. This policy should
be read in conjunction with the Health and Safety at Work Act 2015.

Purpose

The board is committed to ensuring the health and safety of all workers, students, visitors and contractors by complying
with relevant health and safety legislation, regulations, New Zealand standards, and approved codes of practice.

The board is committed to providing and maintaining a safe and healthy workplace for all workers, students, and other
people in the workplace. We will achieve this through:

¢ making health and safety a key part of our role

e working with our workers to improve the health and safety system at our school

o doing everything reasonably possible to remove or reduce the risk of injury or illness

» making sure all incidents, injuries and near misses are recorded in the appropriate place
investigating incidents, near misses and reducing the likelihood of them happening again
having emergency plans and procedures in place

training everyone about hazards and risks so everyone can work safely

providing appropriate induction, training and supervision for all new and existing workers
helping workers who were injured or ill return to work safely

¢ making sure contractors and sub-contractors working at the school operate in a safe manner.

All workers are encouraged to play a vital and responsible role in maintaining a safe and healthy workplace through:

¢ being involved in improving health and safety systems at work

e following all instructions, rules, procedures and safe ways of working

¢ reporting any pain or discomfort as soon as possible

¢ reporting all injuries, incidents and near misses

* helping new workers, staff members, trainees and visitors to the workplace understand the safety procedures and
why they exist

* reporting any health and safety concerns or issues through the reporting system

* keeping the work place tidy to minimise the risk of any trips and falls

» wearing protective clothing and equipment as and when required to minimise your exposure to workplace hazards.

Others in the workplace
All others in the workplace including students and visitors are encouraged to:

+ follow all instructions, rules and procedures while in the school grounds
e report all injuries, incidents and near misses to their teacher or other staff members
»  wear protective clothing and equipment as and when required to minimise your exposure to hazards while learning

Students are provided with basic health and safety rules, information and training and are encouraged to engage in positive
health and safety practices.

Health and safety is everyone's responsibility.
Effectiveness Self-Review

This policy will be reviewed in accordance with the board's triennial programme of self-review, and the review
report will be available to members of the school community after it has been approved by the board.

1 June 2022, version adopted
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Whakatane Intermediate School Board

Health & Safety: Others in the Workplace Policy

Policy
This policy should be read in conjunction with the Health and Safety at Work Act 2015: A Practical Guide for
Boards and Officers which clearly outlines Health and Safety responsibilities.

Rationale
For the safety of visitors and the school's students and workers, the school must be able to identify who is on
the school site. The principal must be informed of any interviews of students by visitors from outside agencies.

Purpose:
1. Toidentify all visitors to the school.
2. To ensure administration workers are aware of who is in the school throughout the day for security and
emergency purposes.
3. To provide clear guidelines on identifying visitors.

Process:

1. Signs requesting visitors report to the school office are posted around the school and the administration
block is clearly marked.

2. On reporting to the office, visitors are requested to sign in with the date and time of their arrival.

3. Any visitor wishing to speak to a student other than a child under their care must have the permission
of the Principal or his delegated representative.

4. Administration workers will locate the appropriate person to meet with the visitor and escort them
around the school.

5. School workers are expected to challenge any visitors to ensure they have reported to the office, and
that their presence is understood.

6. The Principal must approve any non-workers attendance at school with the exception of parent helpers.

7. Those meeting with workers or students, going to other parts of the school, or working on the school
site must sign in. Persons unknown to the school must produce recognised photo identification (being
Driver's Licence, Passport or other formal identification with a photo).

Effectiveness Self-Review
This policy will be reviewed in accordance with the board's triennial programme of self-review, and the

review report will be available to members of the school community after it has been approved by the
board.

1 June 2022, version adopted
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